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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
TRAINING PROGRAM OF INSTRUCTION  

 
Preface 

 
 
TRAINING PROGRAM FILE NUMBER (TPFN): DINFOS-IPAOW 
 
TITLE:  Intermediate Public Affairs OFFICERS Workshop 
 
TRAINING LOCATIONS:  Washington, DC; The Pentagon, Arlington, VA 
 
SPECIALTY AWARDED:  N/A 
 
PURPOSE:  To provide essential information about public affairs activities in the joint 
environment, enabling the Public Affairs Officer’s credible and successful performance during 
the initial phase of a new and challenging joint assignment.. 
 
COURSE DESCRIPTION: The course exposes students to public affairs organization and 
operational concepts at the Department of Defense and federal agencies.  Students discuss such 
topics as unified command public affairs, joint public affairs doctrine, joint public affairs 
guidance, the Joint Operations Planning and Execution System, joint information bureaus, the 
military-media relationship and crisis communications.  Extensive use of available guest 
lecturers enhances the level of training and allows students to discuss subject matter with visiting 
experts in round table discussions.  Case studies and lessons learned are incorporated into 
appropriate blocks of instruction. IPAOW instructional standardization is difficult when 
presented in the National Capital Region because of the fluidity of events within the area.  To 
afford maximum exposure of the students in public affairs events that may increase the learning 
process, the course is altered when events dictate.  The course may vary from class to class 
depending upon the events occurring at any given time.  DOD and other agencies conduct their 
own orientations to add authenticity to the information presented. 

 
PREREQUISITES:  Nomination by service PA chief and graduation from the Public Affairs 
Officer Qualification Course (DINFOS-PAOQC).  (USAF civilians may substitute USAF course 
35PX and three years of public affairs experience for PAOQC.) 
 
USA: (Military) O-1-O-5; (Civilian) GS-7 or above OR GS-5 intern in either the Public Affairs Field 
(GS-1035 series) or Communications Media Field (GS-1082 series) 
 
USN:  (Military) O-1-O-4; (Civilian) GS-5 Intern and above 
 
USAF:  (Military) O-1-O-5; (Civilian) GS-7 and above 
 
USMC: (Military) O-1-O-4; (Civilian) GS-7 and above 
 
USCG:  (Military) O-1-O-4 and CWO 

 
SECURITY CLEARANCE:  Attendees must possess a SECRET clearance. 
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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
TRAINING PROGRAM OF INSTRUCTION  

 
Preface (continued) 

CLASS SIZE: 
 
 MAXIMUM:   15 
 MINIMUM:     10 
 ANNUAL COURSE CAPACITY:   30 
 
TYPE/METHOD OF INSTRUCTION:    HOURS: 
 
 ADMINISTRATIVE HOURS:       15.5    

SEMINAR          80.5 
• Conference/Lecture (C/L) 3.0 
• Demonstration (D) 2.0 
• Performance Exercise (PE) 11.0 
• Guest Lecture (GL) 55.5 
• Case Studies (CS) _______ 9.0 

 
               TOTAL: 96.0 

       
TRAINING START DATE:  21 March 2005 
 
INSTRUCTOR CONTACT HOURS:  ___ 
 
ENVIRONMENTAL IMPACT: None. DoD policy was followed to assess the environmental 
impact. 
 
MANPOWER: The Inter-Service Training Review Organization (ITRO) formula was used to 
determine the number of instructors required. 
 
EQUIPMENT AND FACILITIES: The Course Design Resource Estimate (CDRE) contains 
this information. 

REQUIRED TEXTBOOKS: 
 

SUPPLEMENTAL TEXTBOOKS:  
 
 
TRAINING DEVELOPMENT PROPONENT: Defense Information School, Office of 
Assistant Secretary of Defense for Public Affairs (OASD/PA), Directorate of Training, Course 
Development Department (DoT/CDD) (301) 677-7609; DSN 622-7609. 
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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
TRAINING PROGRAM OF INSTRUCTION  

 
FUNCTIONAL AREA ONE (FA-1) 

 
  
TPFN:  DINFOS-IPAOW-001 
 
FA TERMINAL TRAINING OBJECTIVE:   
 
TPFN:  DINFOS-IPAOW-001-001- 
 
UNIT TITLE:  Service Public Affairs Activities. 
 
TPFN HOURS/TYPE: 8 GL               
 
TPFN TOTAL HOURS: 8  
 
INTERMEDIATE TRAINING OBJECTIVE (ITO): Students travel from Ft. Meade to the 
Pentagon.  The Principal Deputy Assistant Secretary of Defense for Public Affairs discusses the 
overall purpose and goals of IPAOW with the students, then each service’s director of public 
affairs briefs students on their service’s public affairs program. 
 
TASK(S): 001- Principal Deputy ASD/PA, USA, USAF, USN, USMC,USCG brief. 
  
REFERENCES:  None. 
 
INSTRUCTOR/STUDENT RATIO:  2:15     
 
SAFETY FACTORS:  Normal.   
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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
TRAINING PROGRAM OF INSTRUCTION  

 
FUNCTIONAL AREA ONE (FA-1) 

 
  
TPFN:  DINFOS-IPAOW-001-002 
 
UNIT TITLE:  Unified Commands. 
 
TPFN HOURS/TYPE:  3 GL  
 
TPFN TOTAL HOURS:  3 
 
INTERMEDIATE TRAINING OBJECTIVE (ITO): A guest lecturer from one of the unified 
commands provides students with an overview of the duties and responsibilities of a unified 
command public affairs officer.  Students are introduced to considerations and issues impacting 
that particular unified command and tasked to present a group proposed solution to a 
problem/issue specific to that command; the proposed solution will be discussed. 
 
TASK(S): 001- Examine public affairs operations conducted in a selected unified 
   command. 
 
SUMMARY OF INSTRUCTION:   
 
REFERENCES:  DOD Directive 5400.XX and Draft Joint Publication 1-07. 
 
INSTRUCTOR/STUDENT RATIO:  1:15 
 
SAFETY FACTORS:  Normal. 
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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
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FUNCTIONAL AREA ONE (FA-1) 

 
  
TPFN:  DINFOS-IPAOW-001-003 
 
UNIT TITLE:  Organization and Management of a Joint Information Bureau (JIB). 
 
TPFN HOURS/TYPE:  3 GL 
 
TPFN TOTAL HOURS:  3 
 
INTERMEDIATE TRAINING OBJECTIVE (ITO):  A guest expert on Joint Information 
Bureaus introduces students to the spectrum of assets, such as Public Affairs Detachments, 
Combat Camera, AFRTS and service command information units available to the public affairs 
professional operating within a JIB.  The instructor leads a classroom discussion on the 
organization and management of a JIB and problems associated with support units. 
 
TASK(S): 001- Become familiar with logistical support, command information, combat  

camera, AFRTS, and other organizations in the JIB. 
 
REFERENCES:  JCS Publication 5-02.2; all appropriate service public affairs regulations. 
 
INSTRUCTOR/STUDENT RATIO:  1:15 
 
SAFETY FACTORS:  Normal. 
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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
TRAINING PROGRAM OF INSTRUCTION  

 
FUNCTIONAL AREA ONE (FA-1) 

  
 
TPFN:  DINFOS-IPAOW-001-004- 
 
UNIT TITLE:  JIB Lessons Learned. 
 
TPFN HOURS/TYPE:  6 CS  
 
TPFN TOTAL HOURS:  6  
 
INTERMEDIATE TRAINING OBJECTIVE (ITO): Guest experts give overviews of JIB 
operations in which they participated and lead student discussions of the lessons learned from the 
operation. 
 
TASK(S): 001- Examine selected JIB case studies. 
 
REFERENCES:  
. 
 
INSTRUCTOR/STUDENT RATIO:  1:15 
 
SAFETY FACTORS:  Normal. 
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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
TRAINING PROGRAM OF INSTRUCTION  

 
FUNCTIONAL AREA ONE (FA-1) 

 
  
TPFN:  DINFOS-IPAOW-001-005- 
 
UNIT TITLE:  Joint PA Doctrine. 
 
TPFN HOURS/TYPE:  4 GL   
 
TPFN TOTAL HOURS:  4 
 
INTERMEDIATE TRAINING OBJECTIVE (ITO): A guest lecturer from the Office of the 
Assistant Secretary of Defense for Public Affairs (OASD/PA) presents an update of the contents 
of the Joint Public Affairs Doctrine publication.  Students discuss current public affairs issues 
and anticipated changes to doctrine. 
 
TASK(S): 001- Examine Joint Public Affairs Doctrine. 
  
REFERENCES:   

1. Joint Publication 1  
2. Joint Publication 3-61, “Joint Doctrine for Public Affairs” 

 
INSTRUCTOR/STUDENT RATIO:  1:15 
 
SAFETY FACTORS:  Normal. 
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FUNCTIONAL AREA ONE (FA-1) 

 
  
TPFN:  DINFOS-IPAOW-001-006- 
 
UNIT TITLE:  Joint Public Affairs Guidance. 
         
TPFN HOURS/TYPE:  4 PE 
 
TPFN TOTAL HOURS:  4 
 
INTERMEDIATE TRAINING OBJECTIVE (ITO):  A guest lecturer from the Office of the 
Assistant Secretary of Defense for Public Affairs (OASD/PA) presents instruction on joint public 
affairs guidance, including how to write proposed public affairs guidance and the 
coordination/approval process for proposed public affairs guidance.  Students write proposed 
public affairs guidance that is critiqued by the guest lecturer.  
 
TASK(S): 001- Write proposed Public Affairs Guidance. 
 
REFERENCES:   

3. Joint Publication 1  
4. Joint Publication 3-61, “Joint Doctrine for Public Affairs” 

 
INSTRUCTOR/STUDENT RATIO:  1: 15 
 
SAFETY FACTORS:  Normal. 
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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
TRAINING PROGRAM OF INSTRUCTION  

 
FUNCTIONAL AREA ONE (FA-1) 

 
  
TPFN:  DINFOS-IPAOW-001-007- 
 
UNIT TITLE:  Interagency Organization and Coordination. 
 
TPFN HOURS/TYPE:  2 CL  
 
TPFN TOTAL HOURS:  2  
 
INTERMEDIATE TRAINING OBJECTIVE (ITO): Discussion of interagency organization 
and coordination in joint operations includes planning and coordination with the State 
Department, USIA, National Security Council and other agencies which may be involved in a 
joint operation.    
 
TASK(S): 001- Discuss Interagency organization and coordination. 
 
REFERENCES:   

1. Joint Publication 1 
2. Joint Publication 3-61, “Joint Doctrine for Public Affairs” 

 
 INSTRUCTOR/STUDENT RATIO:  1:15 
 
SAFETY FACTORS:  Normal. 
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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
TRAINING PROGRAM OF INSTRUCTION  

 
FUNCTIONAL AREA ONE (FA-1) 

 
  
TPFN:  DINFOS-IPAOW-001-008 
 
UNIT TITLE:  The Military/Media relationship in Contingency Operations. 
 
TPFN HOURS/TYPE:  3 GL  
 
TPFN TOTAL HOURS:  3  
 
INTERMEDIATE TRAINING OBJECTIVE (ITO): A guest speaker guides a discussion of a 
read-ahead assignment covering the relationship between the military public affairs officer and 
the media and the characteristics of news media in combat operations and operations other than 
war.  Students explore the differences between proactive and reactive relationships with the 
media, common pitfalls, rules for planning media relations, ground rules for media contact, 
ethics and ways to measure PAO effectiveness. 
 
TASK(S): 001- Discuss military media relations in contingency operations (to include  
   Operations Other Than War (OOTW). 
 
REFERENCES:   

1. All service and DOD public affairs instructions 
2. Hotel Warriors, Fialka 
3. The Military-News Media Relationship:  Thinking Forward, Strategic Studies Institute 
4. The Troubled Path to the Pentagon’s Rules on Media Access to the Battlefield, Strategic 

Studies Institute 
5. Reporting the Next War, McCormick Tribune Foundation. 

 
INSTRUCTOR/STUDENT RATIO:  1:15 
 
SAFETY FACTORS:  Normal. 
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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
TRAINING PROGRAM OF INSTRUCTION  

 
FUNCTIONAL AREA ONE (FA-1) 

 
  
TPFN:  DINFOS-IPAOW-001-009 
 
UNIT TITLE:  Contingency Vans/Shelters. 
 
TPFN HOURS/TYPE:  1 D  
 
TPFN TOTAL HOURS:  1  
 
INTERMEDIATE TRAINING OBJECTIVE (ITO): Students receive an orientation on the 
use of the broadcasting contingency vans/shelters; they receive more in-depth instruction from 
the Armed Forces Radio and Television Service (AFRTS). 
 
TASK(S): 001- Observe broadcasting contingency vans/shelters at DINFOS. 
 
REFERENCES:   

11..  DDooDD  55112222..1100  ((AAFFIISS))  
2. DDooDD  55112200..2200--RR  ((MMaannaaggeemmeenntt  &&  OOppeerraattiioonn  ooff  AAFFRRTTSS)) 
33..  DDooDD  55112200..2200--RR  AAppppeennddiixx  FF  ((AAFFRRTTSS  PPrrooggrraammmmiinngg  MMaatteerriiaallss))  

 
INSTRUCTOR/STUDENT RATIO:  1:15 
 
SAFETY FACTORS: Normal. 
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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
TRAINING PROGRAM OF INSTRUCTION  

 
FUNCTIONAL AREA ONE (FA-1) 

  
  
TPFN:  DINFOS-IPAOW-001-010 
 
UNIT TITLE:  Crisis Communications. 
 
TPFN HOURS/TYPE:  3 CS  
 
TPFN TOTAL HOURS:  3  
 
INTERMEDIATE TRAINING OBJECTIVE (ITO): An expert in the field of crisis and 
emergency communication guides students through a discussion and analysis of a crisis 
communication situation.  The class compares and contrasts the plan to the conduct of the crisis 
communications.  Discussion includes the public’s view of the military’s conduct in crisis 
situations and lessons learned from the particular situation. 
 
TASK(S): 001- Review and discuss a selected crisis communication case study. 
  
REFERENCES:   The guest speaker provides information and instructional materials to 
develop the case study and discussion. 
 
INSTRUCTOR/STUDENT RATIO:  1:15 
 
SAFETY FACTORS:  Normal. 
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INTERMEDIATE PUBLIC AFFAIRS OFFICERS WORKSHOP  
TRAINING PROGRAM OF INSTRUCTION  

 

FUNCTIONAL AREA ONE (FA-1) 
 

  
TPFN:  DINFOS-IPAOW-001-011 
 
UNIT TITLE:  Elements of the Joint Operations Planning and Execution System (JOPES) at the 
    Armed Forces Staff College (AFSC). 
 
TPFN HOURS/TYPE:  4 C/L, 3 PE  
 
TPFN TOTAL HOURS:  7  
 
INTERMEDIATE TRAINING OBJECTIVE (ITO): Students travel to the Armed Forces 
Staff College in Norfolk, VA for instruction on the Joint Operations Planning and Execution 
System.  AFSC instructors introduce the students to the joint operation planning system, the 
deliberate planning process including the preparation cycle for operational plans and 
contingency plans, the development of supporting plans and the crisis action planning system.  
The instruction emphasizes the skills necessary to conduct effective deliberate planning and 
ways to interface effectively with operational planners at all levels.  Students participate in a 
demonstration/ simulation exercise. 
 
TASK(S): 001- Discuss the Time-Phased Force Deployment Data (TPFDD). 
  002- Examine the deliberate planning process. 
  003- Participate in a JOPES demonstration/simulation exercise. 
 
REFERENCES:   

1. AFSC Publication 1, The Joint Staff Officer’s Guide 
2. Joint Publication 1, Joint Warfare of the U.S. Armed Forces. 

 
INSTRUCTOR/STUDENT RATIO:  1:15 
 
SAFETY FACTORS:  Normal.   
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FUNCTIONAL AREA TWO (FA-2) 
 
  
TPFN:  DINFOS-IPAOW-002-001 
 
UNIT TITLE:  ADMINISTRATION 
 
TPFN HOURS/TYPE:  15.5 AD 
 
TPFN TOTAL HOURS:  15.5 
 
INTERMEDIATE TRAINING OBJECTIVE (ITO): N/A 
 
TASKS: 
  

001: In-process students IAW DINFOS Policy and Operating Procedures Manual 
(POPMAN) 

002: Course Overview and orient students IAW DINFOS Policy and Operating 
Procedures Manual (POPMAN) 

003: Evaluate Course with students IAW DINFOS Policy and Operating Procedures 
Manual (POPMAN) 

004: Graduate students IAW DINFOS Policy and Operating Procedures Manual 
(POPMAN) 

005: Out-process students IAW DINFOS Policy and Operating Procedures Manual 
(POPMAN)  

 
REFERENCES: DINFOS Policy and Operating Procedures Manual (POPMAN) 
 
INSTRUCTOR/STUDENT RATIO: 
 
SAFETY FACTORS: 
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ANNEX A 
COURSE SEQUENCE 

 

 
 
Class Title       Corresponding Functional Area 
 
Administration      DINFOS-IPAOW-003-001 and -002 
 
Service Public Affairs Activities    DINFOS-IPAOW-001-001-001 
Unified Commands      DINFOS-IPAOW-001-002-001  
Organization and Management of a  

Joint Information Bureau (JIB)   DINFOS-IPAOW-001-003-001 
JIB Lessons Learned      DINFOS-IPAOW-001-004-001 
PA Doctrine       DINFOS-IPAOW-001-005-001 
Public Affairs Guidance     DINFOS-IPAOW-001-006-001 
Interagency Organization and Coordination   DINFOS-IPAOW-001-007-001 
The Military-Media Relationship in Contingency  DINFOS-IPAOW-001-008-001 
  Operations      
Contingency Vans/Shelters     DINFOS-IPAOW-001-009-001 
Crisis Communications     DINFOS-IPAOW-001-010-001 
 
Administration      DINFOS-IPAOW-003-002 
 
Elements of the Joint Operations Planning and 
 Execution System (JOPES) at the Armed 
 Forces Staff College     DINFOS-IPAOW-001-011-001 
 
Administration      DINFOS-IPAOW-003-002 
 
Joint Training Analysis Simulation Center DINFOS-IPAOW-002-001 
USCG Boat Orientation - Portsmouth   DINFOS-IPAOW-002-002 
Command Briefing      DINFOS-IPAOW-002-003 
CINC Public Affairs Panel (Component PAOs)  DINFOS-IPAOW-002-004 
USN Ship Tour     ` DINFOS-IPAOW-002-005 
Introduction to Defense Public Affairs   DINFOS-IPAOW-002-006-001 to 
018 
 
Administration      DINFOS-IPAOW-003-003 and -004 
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